


About St George’s
St George’s is an independent boarding and day school with approximately 270 pupils aged
from 11-18 years about 45% of whom are boarders (both full and tailored) and with a Sixth
Form of approximately 80 pupils. The school operates as an Educational Trust administered
by a Board of Governors, is a member of the Girls’ Schools Association (GSA), Boarding
Schools Association (BSA), and is ISC accredited.

We are a welcoming school with a warm sense of community and visitors often comment on
the perceptible supportive and cheerful atmosphere. We believe that a happy and successful
school is one where all pupils have the opportunities to develop their strengths. The richness
of opportunities within and outside the classroom are fundamental elements of the St
George’s experience and this allows the girls to foster the confidence, independence and
academic curiosity that lead to success. Our academic results are impressive, with the
‘value-added’ in public examinations a real strength. We understand how girls learn
effectively and we regularly add at least one grade higher at GCSE and A Level than
baseline testing would suggest.

Over the past two years at GCSE, St George’s has been placed in the top 5 to 10% of schools
nationally for value added.



Our location
The School is approximately 25 miles west of central London, on a beautiful, leafy 30 acre
site, within walking distance of Ascot High Street. We are close to Windsor, Eton and
Bracknell and equidistant from the M3 and M4 motorways. Ascot High Street can be reached
on foot in five minutes while Ascot Railway Station is less than a mile away.

All facilities are on site and include, amongst others, a state-of-the-art 350 seat theatre, three
boarding houses, a sports hall, squash courts and gym, spacious library, Science centre,
photographic, textiles and art studios, 6 floodlit netball/tennis courts, extensive sports
pitches and a new 25m 6 lane indoor swimming pool.

Academic Results
We aim to get the very best from each girl and Georgians are
encouraged to work conscientiously and to the best of their ability as
well as get involved in the wider school community and all the
activities that are on offer in the busy co-curricular programme. This,
combined with commi�ed and inspirational teaching, delivers
excellent GCSE and A Level results. Our pupils achieved the
following results in 2021:

GCSE: 60% 9/8, 78% 9-7, 100% 9-4

A Level: 77% A*-A, 100% pass rate



The role and responsibilities

The Marketing, Design and Communications Coordinator will be part of the Admissions
and Marketing team, which is currently four staff. The line manager is the Director of
Admissions and Marketing (DOAM), who has responsibility for managing the team and the
Marketing , Design and Communications Coordinator will give day to day direction to the
Marketing Assistant (Digital).

This is a varied post for a candidate with previous marketing and design experience, who
wishes to be involved in a professional and busy school community. The Marketing, Design
and Communications Coordinator is expected to take the lead within the School on a day to
day basis of all aspects of marketing, design and PR. The role requires excellent
organisational and time management skills, the ability to work as part of a team, work under
pressure and the ability to multitask. The candidate must be proactive, flexible and positive.
The applicant requires professionalism and discretion and a strong attention to detail. This
is an ideal role for someone with a flair for marketing and design who enjoys interacting
with people and providing a high level of service.

St George’s wishes to appoint a Marketing, Design and Communications Coordinator to
promote the school locally, regionally, nationally and internationally. The successful
candidate requires knowledge of print, digital and social media and design and will play a
key role in assisting and supporting the Director of Admissions and Marketing.

This is initially a Fixed Term Contract, which will conclude at the beginning of February
2022, but may be extended or made a permanent role subject to contract negotiation and
requirement.

Person specification

Skills, Experience and Qualifications

● Degree or equivalent qualifications with a good command of the English Language,
and correct usage of spelling and grammar, with GCSE English essential and English
A-Level desirable;

● Marketing experience with strong administrative skills;
● A talent for digital and social media operations;
● A creative, imaginative and talented approach to marketing and copywriting;
● Strong and competent IT skills and the ability to use a range of Google and Microsoft

packages including Word/Docs, Excel/Sheets, Adobe InDesign, Photoshop,
Illustrator and Survey Monkey / Mail Chimp, and previous experience of using a
CMS. Knowledge of Drupal is a distinct advantage;

● An existing familiarity or knowledge of publishing and design;
● Photography/Filming experience;
● An understanding of digital marketing processes and conventions;
● Excellent communication and networking skills;
● A willingness and propensity to learn new systems and skills;



● Strong organisational skills and an ability to be able to work independently when
necessary;

● Excellent verbal and written communication skills (good use of grammar is
essential);

● Keen eye for detail and good at proof-reading;

The successful candidate will:

● Have a professional, helpful and friendly approach in order to ensure a positive
image is conveyed;

● Be motivated, with drive and enthusiasm;
● Possess the ability to manage time effectively, use own initiative and work to tight

deadlines to achieve objectives and targets;
● Be a supportive team player;
● Be flexible with a ‘can do’ attitude;
● Be able to stay calm under pressure;
● Be resilient and able to cope with the rigors of the busy Admissions and Marketing

Department;
● Be committed to the School’s values and ethos;
● Be diplomatic, discreet and confidential at all times;

Key responsibilities (not in order of priority):-

● Taking responsibility for the gathering of information, writing and designing of a full
range of publications (print and digital) created by the school including newsle�ers,
booklets, leaflets and display material;

● Updating the school’s website to ensure it is cu�ing-edge and current and and
monitoring its success; contributing to its development and evolution and reporting
activity when required;

● Writing, supplying and following up press stories and editorials and building an
up-to-date media database;

● Maintaining an up-to-date record of all press releases and cu�ings and preparing
reports when required;

● Providing support (including research, planning, administrative help and front of house
at school events) to the Admissions and Marketing Department and the St George’s
Parent Association;

● Collating all material and articles for, and editing, the annual School Magazine ‘The
Dragon’;

● Developing and leading the School social media strategy and managing effective social
media campaigns;

● Overseeing the wider School social media accounts and liaising with staff social media
‘champions’;

● Updating the School information screens on a daily basis;
● Undertaking mailings both on and offline;
● Taking general enquiries on advertising, PR, educational directories, local and national

press opportunities;
● Designing advertisements, monitoring the advertising schedule and liaising with feeder

schools regarding advertising opportunities;
● Controlling the production and distribution of regular and one-off promotional material

within agreed budget limits;



● A�ending Schools’ Fairs and other marketing events as required both locally and
nationally;

● Promoting, supporting and a�ending Open Mornings and other promotional events,
such as “Education Days” and “Admission Days”;

● Conducting, editing and arranging photo and video shoots. Choosing, sizing, tagging
and uploading of relevant photography and video and managing the School Flickr
account;

● Providing cover for colleagues across the Department when necessary;
● Taking ownership of tasks and projects and being accountable for their successful

implementation and results;
● All other tasks as reasonably requested by the Director of Admissions and Marketing.

Salary and Benefits

Terms of service

a. Start date: Beginning of November 2021.
b. Salary: A competitive salary will be offered to the successful candidate. This is a

Fixed Term Contract in the first instance, running from the beginning of November
2021 to the beginning of February 2022.

c. Hours of work: The normal hours of work are 0830 – 1700, Monday to Friday with
one hour unpaid break for lunch. There will be a requirement to work occasional
evenings or weekends for School events and time off in lieu will be given for such
events.

d. Holiday entitlement: The successful candidate will be entitled to the statutory
holiday entitlement, pro-rata for the period of the contract (to include Public and
Bank Holidays). One week of the entitlement must be used to cover the Christmas
shutdown period.

e. Notice Period: The notice period required by either side to terminate your
employment will be two weeks.

f. Facilities: Lunch is provided free of charge during term time. Members of staff can
use the School’s sports facilities at allocated times. There is free on-site parking.



The Process

Le�ers of application should be no more than two sides of A4 and, together with the
completed application form should  be sent to the address below or emailed to
recruitment@stgeorges-ascot.org.uk and reach the School by midday on Wednesday 13
October 2021

Mrs K Bertram
Director of Admissions and Marketing
St George’s School
Wells Lane
Ascot,  SL5 7DZ

First round interviews will be held week commencing Monday 18 October 2021

Any queries about this post may be made in the first instance to Mrs Bertram, Director of
Admissions and Marketing (kbertram@stgeorges-ascot.org.uk)

St George’s School is commi�ed to safeguarding the welfare of children at the School. Therefore, this appointment will be
subject to a successful disclosure check from the Disclosure and Barring Service. This will give details of all spent and unspent
convictions and other recordable ma�ers. A policy on the recruitment of ex-offenders is available, if required, from the School
Office.  The supplied references will be taken up and the School may approach previous employers for information to verify
particular experience or qualifications. A medical questionnaire will be required to be completed by the successful candidate.
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